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BACKGROUND

Di vi sion Administrators have been del egated the authority to approve certain
state enpl oye (and non-state enpl oye) neal expense and have been authorized to
approve neeting |locations under certain circunstances. This authority cannot
be del egated further. See BUSI NESS STANDARDS 5.0 (Del egation of Authority) .

PCLI Cl ES

1

Headquarters City Meals. Headquarters city meal expenses can be
approved when it is necessary to conduct state business during the neal
period. In nost cases approval is not possible when it is a DHFS (or
ot her state agency) neeting and is attended primarily by stateenployes.
Reasons such as keeping the group together, allow ng a shortened neal
period, and admi nistrative ease do not justify payment of headquarter
city neal expenses.

Headquarter city expenses can be allowed if official state business is
bei ng conducted during the neal period or if DHFS does not control the
times of the sessions, and neals are planned within the event.

a. Vendor Billing. Wen the enploye is authorized for a headquarters
city neal, in witing by the Division Adm nistrator, arrangenents
nmay be made with the vendor to bill the enploying unit for the

cost of the neal.

A list of names of enployes who attended, their headquarters city
and the purpose of the neeting, along with the Admi nistrator's
approval for headquarters neals, if any, must be attached to the
i nvoi ce submitted for paynent [see DHFS Supervisor's Manua
Section 228.1 C3b (1)].

b. Bl anket Authorization. Wen the Secretary of the Departnment has
granted bl anket authorization for neals in the headquarters city
(e.g., for enployes representing the Departnment in collective
bargai ni ng) reinbursenment is clainmed on a travel voucher by the
el i gi bl e enpl oyes.
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The followi ng procedures relate to approving rei nbursenent for
meal s in the headquarters city:

1. Rei mbur sement for neal expenses in the headquarters city
wi |l be authorized only when absol utely necessary pursuant
to above guideli nes.

2. If authorization is granted on an individual basis, a copy
of the authorization nust be attached to the travel voucher
whi ch includes a claimfor neal expense in the enpl oyes
headquarters city.

C. Meal Exceeding the Maxi mum  Except in rare circunstances, nea
rei mbursenents shoul d not exceed state maxi muns when DHFS is
sponsoring the nmeeting or event. |If there are events where the

choi ce of a vendor or location is so limted that we cannot
purchase nmeals within the allowance, a full justification and
prior approval by the Division Adm nistrator or del egated designee
(See #5 in Travel 1.0) is required.

2. Meeting Locations. The Departnment of Enpl oynment Rel ations Uniform
Travel Schedul e Amounts (UTSA) provides in part:

"Meetings, conferences and training sessions sponsored by state agencies
primarily for the participation of government enpl oyes shall be
conducted in public facilities and at |ocations which will (a) mnimze
fuel consunption for transportation; (b) provide the necessary services
for the session at the nbst economical cost to the State; (c) facilitate
public attendance and/or press coverage as necessary; and (d)
accommodat e handi capped persons to the fullest extent possible.”

Di vision administrators nmay authorize exceptions to that provision in
accordance with the follow ng procedures:

a. Aut horization for the use of private facilities nmay be granted
when it is determ ned that such use will be nore efficient,
ef fective or economical than use of available public facilities.
Consi deration should al so be made for providing accessibility for
handi capped participants. (See Adm nistrative Directive 23.1).

b. The Division Administrator's authorization and justification for
use of a private facility will be attached to the voucher for
paynment of rent or other costs incurred.
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CONTACT PERSON

Harl an 4 son
Accounts Payabl e/Preaudit Section
(608) 267-9301



